
We’re Hiring!

Position Opening: Retail and Visitor Services Manager
Deadline to Apply: Sunday, January 9, 2022 11:59pm CT
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Position Title: Retail & Visitor Services Manager
City: Minneapolis, MN
Type:  Full Time
Category: Administration
Benefits: Paid holidays, vacation, sick time; 401(k) plan; medical and dental insurance, studio access,

and workshop and retail discounts
Salary: $40,000
Reports to: Associate Director
Website: http://www.mnbookarts.org/employment/
Deadline: Sunday, January 9th, 2022, 11:59pm CT

ORGANIZATION SUMMARY

The mission of Minnesota Center for Book Arts (MCBA) is to ignite artistic practice, inspire learning, and foster
diverse creative communities through the book arts. The book arts encompass letterpress printing,
bookbinding, papermaking, marbling, and related arts.

Located in the Open Book building in downtown Minneapolis, MCBA is the largest nonprofit center of its kind,
providing over 12,000 square feet of studios, classrooms, and professional gallery space to the public. Part of
MCBA’s service to the community includes operating a retail store specializing in cards, journals, handmade
artist’s books, prints, zines, art supplies, and creative gifts that highlight the book arts and book artists. In 2020,
we launched an online shop in response to the pandemic and our temporary closure.

POSITION SUMMARY

The Retail and Visitor Services Manager will lead the reopening process and continued management of our
brick-and-mortar store. Key tasks include:
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1) Expanding our onsite shop hours to the general public in spring 2022;
2) Managing buying and sales strategies for retail items;
3) Supervising an online shop coordinator and a small team of retail associates;
4) Providing direct retail and customer service to patrons;
5) Working closely with MCBA staff to implement successful events and promotional opportunities; and,
6) Ensuring the financial success of the shop by meeting sales goals.

Important note: This position will start at 32 hours/week but will transition to 40 hours/week within the first
three months of employment (timed with the successful expansion of store hours). In addition, the staff member
in this position will need to work onsite in our building and offices. We have COVID-19 safety measures in place
to support staff health, including required mask-wearing, vaccination, and social distancing.

JOB RESPONSIBILITIES

Retail & Sales Management (40%)
● Oversee and manage ordering, entering, and maintenance of retail inventory for both brick and mortar

shop and online shop
● Maintain positive and professional relationships with sales representatives and vendors, with a focus

on centering and increasing BIPOC representation across retail program
● Research and stay up-to-date on retail trends and forecasts
● Oversee annual retail/consignment inventory processes
● Organize and facilitate special promotional events and sales, working closely with marketing &

communications staff on strategy and content creation

Visitor/Customer Service (30%)
● Serve as main staff member in our retail store approximately ⅓ of staff time, providing in-person retail

and visitor services support for, including but not limited to:
○ Processing purchases and refunds for patrons in person or over the phone
○ Assisting patrons with inquiries, membership rates, and general information about MCBA
○ Providing a proactively welcoming presence with all visitors and patrons, as our retail space

serves as our primary “front desk” to our community
○ Overseeing and assisting with curbside pick-up process as needed.

Staff Management (15%)
● Oversee Online Shop Coordinator; work closely to develop strategies to meet online sales goals
● Manage the hiring, training, management, and evaluation of Retail & Visitor Services Associates
● Implement effective scheduling by forecasting staffing needs consistent with business needs and

events in the local area
● Facilitate regular Shop staff meetings
● Manage and assist Retail & Visitor Services Associates with seasonal displays
● Maintain and update Shop policies and procedures

Financial Management (10%)
● Develop and oversee MCBA’s retail/consignment program section of MCBA’s fiscal year budget
● Ensure sales goals are met and expenses are kept within budget
● Maintain financial records and systems, ensuring accuracy and integrity
● Provide sales summaries and financial reports to relevant staff and accountant.

Administrative Support (5%)
● Promote collaboration and a positive, professional work environment
● Attend and participate in staff meetings
● Participate in professional development opportunities as arranged by supervisor
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QUALIFICATIONS
Our ideal candidate will have three to five years professional experience in a retail and/or relevant nonprofit
environment. Ideal qualifications include:

● Understanding of retail and stationery trends
● Product knowledge of the book arts, including but not limited to book arts tools and supplies, artists’

books, prints, broadsides, and handmade paper
● Buying experience a plus
● Visual merchandising and store planning experience
● Point of sale proficiency
● Inventory management experience
● Working knowledge of web-based retail; Knowledge of Squarespace or other website sales platforms a

plus
● Financial management experience and ability to consistently demonstrate credibility and integrity
● Experience supervising, motivating, and supporting a small team
● Friendly and engaging customer service skills
● Proficient using Microsoft Office Suite and Google Suite
● Somewhat flexible schedule (ideal availability between Tuesday and Saturdays, some evening

availability desired)
● Ability and openness to work through uncertainty (we’re still living in a pandemic and doing our best to

pivot and be responsive to a changing environment)

The ideal candidate will have a demonstrated commitment to antiracism and equity work. Our staff
participate in regular DEI + antiracism internal working group sessions and we share a collective dedication to
continued personal, professional, and community growth in this area. Like most arts spaces, there is a history of
inequity and racism in the book arts and we are doing the work to dismantle these systems in our own space
and in the broader book arts field. If you are Black, Indigenous, or a Person of Color considering this
opportunity, you will be joining a staff team that centers your well-being, engages in harm reduction, takes
responsibility when mistakes are made, and acknowledges impact over intent.

BENEFITS
Annual salary is $40,000. Benefits include:

● Separate paid vacation and sick time accrual, plus an annual personal day
● 10 paid holidays a year
● 401(k) plan
● Health insurance (85% employer paid) and dental insurance (50% employer paid)
● Employee-paid flexible spending accounts, vision insurance, accident insurance, short-term disability,

hospital insurance, and voluntary life insurance
● Free studio rental, discounts on workshop registrations, and discounts on shop purchases
● A supportive, creative, and light-hearted staff team to work with

HOW TO APPLY
Please respond via email with resume and 1-pg cover letter to jobs@mnbookarts.org with “Retail and Visitor
Services Manager” in the subject line by Sunday, January 9, 2022, 11:59pm CT. Our ideal start time is
mid-to-late February 2022. We

We prioritize a culture of equity, inclusion, and care for self and community.
We encourage participants with diverse cultural backgrounds and lived experiences to apply.
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